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1 Login

STEP 1.) Open a web browser and enter the address (url): my.ric.edu

STEP 2.) The following page will display.

RHODE ISLAND COLLEGE

Welcome to

MyRIC.

The MyRIC portal is a single access point to all Rhode Island College
online services. MyRIC offers Rhode Island College students, faculty
and staff secure, personalized and convenient access to PeopleSoft

Login
User ID

Password
LOGIN

(formerly RIConnect), Webmail, Blackboard, EMS and more. Please

take the time to become familiar with the portal and all of the features
it has to offer, and look for enhancements in the future

Forgot password?

The use of this system is restricted to autharized Rhode Island Gollege

users. Unauthorized use of th
prosecuted. Your account w

Help Topics

= Signdn guide

= MyRIC printing guide

= Sign up for RICAlert for emergency

system is prohibited and violators will be
be locked after 5 unsuccessful tries.

Announcements Guest Access

In order to deliver a more user-fiendly experience
and enhanced features to the campus community,
Rhode Island College launched the new MyRIC
portal on July 15, 2013. MyRIC offers students
faculty, and staff an easier and more convenient

» Search for classes

= Browse the course catalog

= View the academic calendar

notifications

= View paycheck online (faculty/staff)

way to access Rhode Island College computing
resources including Webmail, Blackboard

Peoplesoft. and all of the features formerly available For New Non-Degree, Visiting, or Returning

= |nformation for department chairs
= Print College Requisitions

w Clearing your browser cache

in the RIConnect system Students

If you have never taken courses at the College
before you can create an account online. If it has
been three semesters or mare since you have been
enrolled, you need to call the records office at
456-8213 so that we can either enter your
information into the system or update your record

If you have questions or need assistance, please
contact the HelpDesk at 456-8803
(helpdesk@ric.edu).

STEP 3.) Enter your User ID and Password and press the LOGIN button. Upon successful login
you will see your main portal page. Please note that the links and tabs displayed will vary based

on security. If you have tabs (

tab.

Welcome to MyRIC 0eRI2015
HR Payroll

& Rbsence Request (BOGIF 5A)

& View My Timesheets (BOGIFSA)
& Miew Faycheck

& Mobile Number for RICAlert
Manager Selfservice

& Approve Absence Request

& Approve Timeshest

& View My Employees Timesheet
& Maintain Student TimeCards

& Student Payroll Inquiry

& Einancial Requisition Approval
DeaniChair Help Files Download
& Aczdemic Advisement Module

& Assigning Advisor to Student

© Change of Major

& Chair Queries

 Enroliment Request Transcript
 Grade Clzss Roster

& Master Chair Queries
 Manzgement Center

« Grant/ICR/Project Budget Inquir
[Financials]

Favaorites
-
Student

Main Menu
-

Faculty Staffladmin

State Biweekly Pay Advice & ov
State Biwaskly Direct Deposit Pay Advice

Biwasily direct degosit pay sdvices are available online vis Paystub RI.

If you are not currently using Paystub Rl you must register 25 a First Time User, with your State Employee ID Mumber which can be obtsined by contacting the payroll offioe at extensions 5149 or 3030 or by email

Te register for access o to Faystub Rl or usa the Paystub R (State Biwk Pay) link from MyRIC under Faculty/Staff Links

A guide for using Paystub Rl is available =t Paystub RI Quick Stert Guide

Instructional and Monthiy pa; 5 2re avaistie using the

Around Campus-Staff a ov

Rhode Island College News

+ Einance Major Awsrded C} Feligwship

Sept 23 2015

+ RIC Professor Karen Lee Boren Publishes Short-Story Collection
Sept 23 2015

Resd RIC News or ses the events cslendsr for more information.

STEP 4.) Click the Financial Systems link.

Rhode Island College Budget Office

) select the Staff/Admin

Faculty/Staff Links.
& Parking Permit Info
& Vision2D15 ImplementationPlans
& Vision2020 ImplementationPlans
& Institutional Research Reports
& Campus Solutions [Off Campus|
& Blackboard
FEMS
& Esculty!Staff EMsil-Login
& Esculty Toolbox
& Agzms Library
& Ricalengar
& CollenshetiAuthorized Users]
& Smart CatalogiAuthorizedUsers)
& Paystub Rl [State Biwk Pavy)
& Fall Course Bulletin
& Spring Course Bulletin
Administrative Systems
& Campus Solutions (On Campus)

& HR Systems (On Campus
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2 Use

Commitment Control regulates budgets for the college. The budget office has determined certain
accounts to be controlled when used by a department for all financial transactions in the Peoplesoft
Financials system. This document describes how to inquire on a department’s budget.

To use the budget inquiry pages, you must have security access to view a department’s budget.
Budget inquiry allows you to:

+ Confirm current status of your department budgets

4+ Determine if funds are available before requesting a budget transfer

+ Verify that funds were moved after your requested budget transfer is complete
ik

View the budget of a specific account/fund

3 Budget Inquiry

Budget Inquiries can be done for a single control budget or for multiple departmental budgets by
entering key chartfield values.

3.1 Budget Details page

To inquire about a specific control budget, use the Commitment Control Budget
Details page.

Step 1.) > From the main menu on the left hand side of the page navigate to
Commitment Control > Review Budget Activities > Budget Details

> CLICK ON Commitment Control

Menu

Seere () Raport Folder
)

I iy Favorizs ZREDMOD Genera

1 RIC Custom Applications 50

[ Manzsger Self-Eervice FS BP Genera

[ Supplier Contracts e ——

I Wendors — —
FS BP Genera

[ Purchasing

[ eProcurement O45-0E-20
I Services Procurament ES BF G

[ Project Costing == =IZE
[+ Accounts Payable 2MS05-30-19 400
I FS BF Genera

I y Chain = N
[ Enterprise Components =3riEIes
[ Worklist

[+ Tra= Manager Repart Manaper
[ Reporting Tools s

[ PeopleTools

- Change My Password

- My Personalizations
My Systern Profile

Step 2.) > CLICK ON Budget Details. Enter in search values on the Budget
Details Search Page:
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Commpment Control

=h ;
7| Commitment Control
[Define or MEintain busgets, budget-chack, 3nd review Ducgets 3nd excaptions.

| Define Control Budgets | Define Budget Security
Crezte budget definitions for CommiRment Control ledger grougs L Acthzte 2nd configure securky events Tr Dudget entry, Inguiry, 3nd euerride
= Budget Definkions [ Bwents
= Budget ARrioues [~ Flekd Satun
= Associzied Sudgets [= Rule Definkiores
3 More. T More.
| Post Control Budget Journals | Review Budget Activities
Post conirol Dudget joumals L Saview Dudget acihiiss
= Feovest Pusthg

= Mark for Unposting

= Reguest Entry Event Processor

uOgEs CUBNiEN

= Ledger Inguiry Set

= Budget Ledger Detalls Report = Aciiy Log
| Budget Reports | Third Party Transactions
L U Dudget Teports. L e 2 DUOgEt-Chack genaric Rilr-parnty 3nd payroll ransactions.
= Actiy Log = Generlc Transaction Entry
= Associaied Budgets Repon = Budget Check Ganerkc Trans
= Budget ARriowes Repor = Budget Check HR Paymll
9 More

FavoJ"rtes?Mainvl'u'lenu > CommitmevntCDntrol > ReviewBudgetAct’n.r'rties » Budget Details

Budget Details
Enter any information you have and click Search. Leave fields blank for a list of all values.

d an Existing Value

+ Search Criteria

Business Unit: =V ,R’ICOL—OJ
Ledger Group: = v ORG @
Account: begins with W ||

Department: = v [16224

Fund Code: begins with W ||
Class Field: begins with W ||

Program Code: begins with v|

Budget Reference: | begins with

CF Emplid: begins with

Project: begins with

Activity: begins with

C L P L L L ERPRELE S,

v

v

PC Business Unit: | begins with
v

v

v

Budget Period: begins with 2015

Search Clear |Basic Search [gf Save Search Criteria

Selected search fields (chartfield values) will contain default values; if they
do not enter values for: Business Unit = RICOL, Ledger Group = ORG, Budget
Period = current budget year i.e. 2015, 2014, and select a department from

the list using the lookup button next to the field Q . Optional: enter account and
fund to minimize search results

o 5 h
Step 3.) After you've entered your search criteria click on the L button.

One of the following will happen depending on how much search criteria
you've entered:
e The page will display the budget details for the specific values you entered
on the search page
e Multiple budgets will appear below in the search results section. Select
the budget you are inquiring about
e A message that states “No Matching Values were found”
In this case, either no budget exists or the chart-field values are
incorrect

. =N
Step 4.) To return to your search results click on the Rzl o Socren [N
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3.2 Budgets Overview Page

The Budgets Overview inquiry page(s) provide a view of budget activity for one or

multiple budgets.

Step 1.) From the main menu on the left hand side of the page navigate to
Commitment Control > Review Budget Activities > Budgets Overview

> CLICK ON Commitment Control

I RIC Custom Applications
[ Manzsger Self-Eervice

[ Supplier Contracts

I: Wendors

[ Purchasing

[ eProcurement

I Services Procurement

[+ Project Costing

Accounts Payable
et Up Financialszupply Chain

[: Enterprise Componants

[ Whorklist

[+ Tra= Manager

[ Reporting Tools

[ PeopleTools

- Change My Password

- My Personalizations
My Svstem Profile

F

L

BE

il
(]
[E]

;]

Rl
(]
(3]

il

n
(5]
(&3]

U]

Menu i I |h|y Reports

Sinis o Raport Foldar
— ZREOM 00 Genera

[ My Faverites ———

MELEIIEENE
Genera
MEEAD547T
Genera
MEDE-ADEA1T
Genera
MES-3I5.400
Genera
MES-I-05IES

Manaper

Step 2.) > CLICK ON Budgets Overview. Select an existing inquiry name or add a

new inquiry name by clicking the add a new value tab

‘Commiment Contral

=1 ;
“+71 Commitment Control
\Define or malntain budgets, budget-chack, and raview Dudgets and exeplions.
Define Control Budgets
Create budget definitions for Commimeant Contral ledger groups.
= Budiget Definions
= Budget ARrioutes
= Associaied Budgets
3 Moare.

Post Control Budget Journals
Post conirol Dudget joumals:

I~ Reguest Posting

= Mank for Urposting

I~ Regues! Entry Event Processor

I~ Budget Ledger Detalls Report

Budget Reports

= Actiy Log
= Associated Budgets Report
= Budget ARriutes Repor

9 More.

Budgets Overview

Define Budget Security

Acihaie and configure SecurRy events 1o budget entry. Inguiry, and overrice.

= Ewents

Review Budget Activities

Fieview Dudgel aciviies.
[ Budget Detalls

= Leoger Ingulry e
= Actfy Log

Third Party Transactions

iew and budget-check generic ird-pary and paproll transactions.

= Generlc Transaction Entry

= Budget Cheok Generlc Trans

= Budget Check HR Payroll

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Vfalue

Inguiry Name: | hegins with j |

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Value

Step 2a.) To add a new inquiry name; enter a meaningful inquiry name
(EXAMPLE: budget inquiry for department 99999)

Rhode Island College Budget Office Page 6 of 17
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Inguiry Name: DEFT299499

Add

Step 2b.) When you click ADD the following page appears — you will need
to enter in the circled fields to retrieve budget information (Note: % is
wildcard):

Type in a description:

Financials

Production 3.0 Home

[S13
Budget Inquiry Criteria
Budget Overview \l
Inguiny: MIS Description: |M|5 budget o

Search | __Olea J——rmsmrt—————_

Armount Criteria

coi) B8 First [0 or 4 ) Last
Adjustmemt  Inchude Closing

From Budget
io Period(s) Adjustiments

Select Ledger Group Calendar ID

Leave Budget Type
default —RTOL . Ledger Ghoup/Set: | Ledger Group = Ledger Syotp: @
value: ™ View Stat Code Budgets Dept Budaet Ledger Grodm
Ledger ¥ pisplay Chart Ledger GI’OUp =O0RG
GI‘OUQ TimeSpan
“Type of Calendar: | Detail Budget Period =

I ORG PE [zo03 Q [2008 a Ird - |

Default CyartField Criteria

Update
year

value: CharfField S::ﬁ:’;ﬁe"' From ChartField T Chautks aMESet  Update/Add ¥ Open
Detail Acdount = o | O Updaterdd ¥ Closed
Budget Deft C T a | J | ) Updatersdd W hele
PeriOd Flnd ]N OJ [i] | QL Updatessdd
(Optional: you  gua ref B3 a [= @ | O Updatestdd
(lsaergasileled the F Emplid E3 aQ J= l a\e® | . Updatessdd
Accounting C Bus Unit E3 @ = / a \@ | 2, Update/sdd

Period roject E3 Q [= I Q | QL Updatessdd
ﬁaler!dar_ ctivity [% a [ a | @, Updateisdd

eeping in
ming ygur
results can

If you use the department B add | A Updstemisplay

lookup you will get a list of
ALL valid departments; you
can then search for a
department by entering the
dept# or description

\ differ) ® save | Bl Notiy | Refesh |

Step 3.) After you've entered the circled values SAVE your inquiry

Step 4.) To see the budget results click on the SEARCH button located in the top
section of this page

Step 5.) Below is the page that will show the search results

Rhode Island College Budget Office Page 7 of 17
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Inquiry Results

Business Unit: RICOL

Ladiger Group: fatte] Depariment Budget
Type of Calondar: Ceetall Budget Period

amaounts In Bass Currancy: usD

Revenus Associated: |:|

Fuegurn %o Crieria Max Rows: [ == DCilsolay Ootlons [ S—

Ledger Totals (24 Rows)
Nt Transters:

Budgst: 1613548000 -8.827.000
Expansa: 1,457 226,360
Encumbrancs: 2000
Pre-Encumbrancs: 0000
Budgst Batanca: 126,322 540
Agsocizts Revanus: 0000
Avaltabie Budget: 126322640

v Chart

Activity as a Percentage of [Budget + Associated Revenue)
Busdgtt

Expenie
Encumbiasc e
Fee-Encumbeasc e
e Balance

DOEOm

Budgel + Revenue Activily Available Balanoe

B |°T Eusget
Ladgar Giroup Aooount Fund Dt f— Bus Frojesot Aoty CF Emnplid [e— Budgsi Expanss Enoumb
Unit
1| | & [ore 2210 wm () |m 2008 49,179,000 44520300 -
2|y | B |oRG 60215 wm () |m 2008 200 2000
3| | R |oRo 0215 w (] |m 2008 255,000 2156000

Ledger Totals

This group box displays the summarized totals for the criteria you set on the Budgets Overview -
Inquiry Criteria page. The amount in parentheses in the group box header represents the total
number of rows in the Budget Overview Results scroll area.

Chart
This chart displays budget results in a column chart format. To hide chart, click the arrow next to
the word Chart.

Rhode Island College Budget Office Page 8 of 17




Budget Inquiry Manual

Budget Overview Results
This grid displays the results of your selection criteria and your display options.

B Click the Show Budget Details button to open the Budget Details page, where you view
budget details for the ledger row.

= Click the Show Budget Transaction Types button to access the Budget Transaction Types
page. You can view the amount of the original budget, the total adjustment amount, the
adjustment and original transfer amounts, the budget close amount, and any amount rolled
over from a previous fiscal year.

Budget: Click the Budget link for a ledger row to access the Budget Journal page.

Expense, Encumbrance, & Pre-Encumbrance: Click any of these links to display the Activity Log
page.

Rhode Island College Budget Office Page 9 of 17
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4 Possible Errors
#+ You do not have security to inquire a department’s budget:
An errer has occurred that has stopped this transaction from continming,

Microsoft Internet Explorer x|

You are not authorized to access this budget, See your Security Administrator, (18021,351)

4
* The security profile set up For vou does nok give yvou access to this budget. Please see your Security Administrator
about the Commitment Control Security Event "TNGUIRE",

% For questions or further information, contact the budget office at extension x8438

*e

4+ When clicking on budget-related links you receive an error:

3 http://psindev.psdev.ricps.edu; psp/FSBUDGET_newwin/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS.PO_INQ - Microsoft Ini

File Edt View Favorites Tools Help
= - . = 7 ) =
- 3 e ’ 3. R .
\_) Bak </ ,y: ._lj | /- Search ‘}\( Favorites e} (=] ) i 1

Address Iij http:/fpsfndey. psdev. ticps edu/psp/FSBUDGET ?cmd=PartalError&PErkey=0,9116227890125724

Tou are not authorized for this page.
http:ffpsthdev pedev ricps. edufpec/FSBUDGET 3EMPLOYEEERP/oMANAGE PURCHASE ORDERS PO_INQUIRY GEL?

Page=PO_LINE INQ&Acton=U&BUSINESS_UNIT=RICOL&PO_ID=0000010602

% Your Peoplesoft security access does not allow access to the page. A request can
be made by contacting the Peoplesoft Help Desk at extension x9873

*

5 Budget Reports
5.1 RIC Budget Status Report

Step 1.) From the main menu on the left hand side of the page navigate to RIC
Custom Applications > RIC Commitment Control Menu > Budget Reports >

RIC Budget Status Report

Rhode Island College Budget Office Page 10 of 17
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» CLICK ON RIC Custom Applications

Favorites | Main Menu

| ®

rr v r vy rrrrrrvrvrvrvr v A

Search Menu:
Menu “
Search: DW
[ Manager Self-Service
- My Favon [ Supplier Contracts
[> RIC Custc [ Vendors_
[> Manager! 5 Purchasing
[» Supplier ¢ 5 eProcurement
[-Vendors [ Services Procurement
[ Purchasin ~ Project Costing
[ eProcurer ~ Accounts Payable
I Services F ~—  Commitment Control
D Project Cc = set Up Finandials/Supply Chain
I Accounts  ~  Enterprise Components
b Commitmi = - yyoriist
L SetUp_Fn [ Tree Manager
[ Enterprise .
. 5 Reporting Tools
B UL PeopleTools
[> Tree Mam; a o
& Reporting Change My Password
I PeopleTor My Personalizations
— Change N My System Profile
— My Personalizations
— My System Profile

=] |My Reports [=]
Report Folder
ZRBD100 General
2015-09-30-09.51.5
ES BP General
2015-09-30-09.47.2
ES BP General
2015-09-30-09.41.2
ES BP General
2015-09-30-09.40.0
ES BP General
2015-09-30-09.26.5
Report Manager

» CLICK ON RIC Commitment Control Menu

Favontes ;@ Main Menu
- H -
Search Menu:

Menu
Search:

[ My Favori
[» RIC Custc
[- Manager :
[ Supplier C
[ Vendors

[> Purchasin
[> eProcurer
[> Services F
[ Project Ct
[ Accounts
[> Commitrm
[» Set Up Fir
[ Enterprise
[» Worklist

[ Tree Mam;
[ Reporting
[> PeopleTor
— Change N

| ®

P O I O I B I

RIC Custom Applications
Manager Self-Service &=
Supplier Contracts =
Vendors

Purchasing

eProcurement

Services Procurement

Project Costing

Accounts Payable
Commitment Control

Set Up Fnandals/Supply Chain
Enterprise Components
Worklist

Tree Manager

Reporting Tools

PeopleTools

Change My Password

My Personalizations

My System Profile

— My Personalizations
— My System Profile

= | |My Reports

lRIC Commitment Control Menu '
urcnasing menu

L3

rrT T T v T T T YTY

il
(2]
(]
vl

TI
(2]
m
psl

TI
(2]
m
sl

TI
(e
(as]
e

- -
=

Folder

General
2015-09-30-09.51.5
General
2015-19-30-09.47.2
General
2015-09-30-09.41.2
General
2015-09-30-09.40.0
General
2015-09-30-09.26.5

Report Manager

» CLICK ON Budget Reports

Rhode Island College Budget Office
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Favorites = Main Menu

Search Menu:
Menu | | [=] | |My Reports
Search: 7 RIC Custom Applications P
3 Manager Self-Service 5 RIC Commitment Control I
- My Favori [ Supplier Contracts 5 RIC Purchasing Menu | Bidoet Reports | e
[» RIC Custc [ endors - 3 Custom Security Maintenance 3
[> Manager! [ Purchasing 3 yare ) Usiiciar
ESUpglierc & ;e oc ure:tent : 4 2015-08-30-09.47.2
‘endors [~ Services Procuremen »

[ Purchasin = Project Costing 3 ES BR General
Der_curer 5 Accounts Payable . 2015-09-30-09.41.2
[ Services 5 Commitment Control 3 ES BP General
I Project Gt~ set Up Finandials/Supply Chain » 2015003000400
[» Accounts  ~ Enterprise Components » - .
[ g:;numm’:_m 5 Worklist » ES BP General
[ p Fir P -

. [ Tree Manager » 2015-09-30-09.26.5
I» Enterprise 5 Reporting Tools 3
[> Worklist PeopleTools
[> Tree Mam;: a " ' Report Manager
{ Reporting Change My Password
L PeopleTor My Personalizations
_ Change N My System Profile
— My Personalizations
— My System Profile

» CLICK ON RIC Budget Status Report

Favorites Main Menu

Search Menu:
Menu | [=] | |My Reports [
Search: 7 RIC Custom Applications —
3 Manager Self-Service 5 RIC Commitment Confrol !
- My Favori [ Supplier Contracts 5 RIC Purchasing Menu [ Budget Reports
[ RIC Custe [ Vendors v 5 Custom Security Maintenal [ RIC Budget Errors Report
I Manager: [ Purchasing » — 5 RIC Budget Overrides Report
[» Supplier C ~ eProcurement N | Rl Eucgario Nt
[-Vendors [ Services Procurement 3 El RIC Budgst Status Report
I Purchasin — Project Costing » S BP Emauciscacca e
[ ePro_curer [ Accounts Payable N T
b ServicesF  Commitment Control ] v FS BF General
I Project C¢ ~  set Up Finandials/Supply Chain v 215909000400
I Accounts  ~ Enterprise Components b — A
b Commitmi  — - yjoriist R ES BP General
Egtelﬁgni: [y Tree Manager 3 2015-09-30-09.26.5
b Worklist Egopolf%oémls ’
[> Tree Mam: & P ' Report Manager
& Reporting Change My Password
b PeopleTor My Personalizations
_ Change N My System Profile
— My Personalizatons
— My System Profile

Step 2.) Search for an existing RUN CONTROL ID or add a new one:
Budget Status Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Search by: Run Control IDbegins with |

[Icase sensitive

Search  |Advanced Search

Find an Existing Value | Add a Mew Value

Rhode Island College Budget Office Page 12 of 17
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Step 3.) Enter in the required values for your report and then click on the RUN
button > Business Unit = RICOL, Ledger Group = ORG, Budget Period =
current budget year i.e. 2014, 2013, and select a department from the list.
Optional: enter account and fund to minimize report (sample values below):

RIC Commitment Control Budget Status Report

Run Control ID:  Budget Repod Manager  Process Monit
Language: English vl

Report Request Parameters

‘Business Unit: [RICOL T Rhode Island College
‘Ledger Group: |ORG O, DeptBudget Ledger Groug
“Department ,7 Optional Search Critetia:
Fund Code Q
‘Budget Period |2007| aQ
Account Q
B save | = Noty | Select department j E add | 4 UpdateiDisplay |

Step 4.) Select WEB/PDF as type/format and then click the OK button:

Process Scheduler Request

User I JRESTO Run Control ID: BUDGET_REPORTING

Server Name: | RunDate: 05/3152006 1

Recurrence: T Run Time: 11:02:39AM Resetto Current DatefTime |
Time Zone: <

Process List

Description Process Hame Process Type Ve "Format Distributio,.
= RIC Budget Status Report ZRBOIOZ SCOR Report Web -| |POF | Distribution

Ok Cancel |

Step 5.) You will be brought back to the report values page that shows the

Process Instance # of your report request in the top right hand corner. Click
on the PROCESS MONITOR link:

RIC Budget Status Report

RIC Commitment Control Budget Status Report

Run ControlID:  Budget

Report Manager
Language: English -
Report Request Parameters

‘Business Unit; RICOL . Rhodelsland College

Frocess Monitor R0

Process Instance 75261

‘Ledger Group: |ORG QU DeptBudgst Ledger Group

*Department 16224 @, Management Information Service Optional Search Criteria
Fund Code Q

‘Budget Period (2007 Q

Account Q

B savwe | = wNatify

Er Add | £ UpdateiDisplay

Rhode Island College Budget Office Page 13 of 17
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Step 6.) You will see the process monitor page. Your report is complete when
the run status reads Success/Posted - to update the status click on the
REFRESH button. Once complete click on the DETAILS link:

Process List

View Process Request For

User ID: IRESTC Q. Type: | 'lLast: ’_2 Days @
Server: I 'l Name: L Instance: to
Run I vl Distribution I vl ¥ Save On Refresh

Status:

Status
Process List

Process utior

User Run Date/Time
Hame

Select |Instance (Seq. |Process Type

——
|m

[C 70089 SGR Report ZRBD103 JRESTO 0D&/3172006 11:02:39AM EDT  Success Postey]

Step 7.) You will see the Process Detail page. Click on the View Log/Trace
link:

Process Detail

Process
Instance: TO161 Tvpe: SOR Report
Name: FRBED10O3 Description: RIC Budget Status Report
Run Status: Success Distribation Status: FPosted

Run W Up date Process
Faun Control ID: BUDGET_RPT = Hold Request
Location: Server 7 Queue Request

[

s PSMT Cancel Request

7 Delete Request
T Restart Request

Recurrence:

Request Created On: 0641242006 3:27:50FPM EDT Farameters Transfer
Fun Anvtime After: OB 202006 3:27:45PM EDT Message L oo

Began Process At: 06/ 202006 3:28:12FPM EDT = Bre

Ended Process At: 061 202006 2:28:27PM EDT Wiew LogiTrace

ok | | cancer |

Step 8.) The link will bring you to the View Log/Trace page — to view your

report click on the link that has the PDF file name and your report will open in a
new window:

View Logi/Trace

Report ID: 28333 Process Instance: 70069 Messade Log
Name: ZRBD10Z Process Type: SOR Report

Run Status: ZSuccess

RIZ Budget Status Report
Distribution Details

Distribution Node:  ZRIC_XCOPY Expiration Date: 062172006

File Size es Datetime Created

1673 0573172006 11:05:42.550000AM EDT
5,264 057312006 11:05:42 550000AM EDT
2,671 053172006 11:05:42. 5500004 EDT

[Distributiond |

User JRESTO
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5.2

RIC Budget Status Detall

Step 1.) From the main menu on the left hand side of the page navigate to RIC
Custom Applications > RIC Commitment Control Menu > Budget Reports > RIC
Budget Status Details

» CLICK ON RIC Custom Applications

Favorites | Main Menu
- : -
Search Menu:

| ®

» CLICK ON RIC Commitment Control Menu

Favontes ;@ Main Menu
- H -

Menu s =] |My Reports [=]
sewett 3 e cuson pcnicore > Report Folder

| g Manager Self-Service 4 ZRBD100 General
- My Favon [ Supplier Contracts » el ;
I RIC Custc [ Vendors » 2015-08-30-09.51.5
[> Manager! 5 Purchasing 3 FS BP General
ES“Dg"erc & ggro;uregnent : 4 2015-09-30-09.47 2

‘endors [ Services Procuremen 3
[ Purchasin = Project Costing 3 ES BR General
[ eProcurer [ Accounts Payable N 2015-09-30-09.41.2
I Services F -~ Commitment Control » FS BP General
I Project Gt — st Up Finandials/Supply Chain 3 015-09-30.00 40.0
[ Accounts  —  Enterprise Components b - :
b Commitmi = - yyoriist » FS BP General
I Ee{ UPFIl = Tree Manager » 2015-00-30-09.26.5
b EliEiLTE: 5 Reporting Tools 3
[> Worklist PeopleTools
Tree Mam: a " ' Report Manager

E Reporiing Change My Pasgword
L PeopleTar My Personalizations
_ Change Vv My System Profile
— My Personalizations
— My System Profile

[=] | |My Reports

2l =)

Search Menu:
Menu | |
e 4 RIC Custom Applications
[ Manager Self-Service &
> My Favori (3 3up§\ier Contracts =)
[ RIC Custc — Vendors
[> Manager! [ Purchasing
[> Supplier C [ eProcurement
[-Vendors — Services Procurement
[> Purchasin =] Project Costing
[» eProcurer = Accounts Payable
I> Services b~ Commitment Control
[ Project Cc 3 Set Up Finandals/Supply Chain
[ Accounts = Enterprise Components
b Commitm! = - yqriist
4 Eei Up Rl = Tree Manager
[ EMeIDISe = penorting Tools
[» Worklist PeopleTools
[> Tree Mam; 5] "
& Reporting Change My Password
& PeopleTor My Personalizations
~ Change N My System Profile

— My Personalizations
— My System Profile

LA R R R EREEREEREESR

RIC Commitment Confrol Menu [
lnwmmwm-‘ + 2

TI
(2]
m
sl

TI
(e
(as]
e

'|'|
(]
(]
arl

TI
(2]
m
psl

Folder

General
2015-09-30-09.51.5
General
2015-09-30-09.47 2
General
2015-09-30-09.41.2
General
2015-09-30-09.40.0
General
2015-09-30-09.26.5

Report Manager

» CLICK ON Budget Reports

Rhode Island College Budget Office
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Favorites | Main Menu

» CLICK ON RIC Budget Status Details

Favorites © Main Menu

Search Menu:
Menu | | [=] | |My Reports [=]
Search: 7 RIC Custom Applications i
3 Manager Self-Service 5 RIC Commitment Control I
- My Favori [ Supplier Contracts 5 RIC Purchasing Menu Budget Reports 3
[» RIC Custc [ Vendors . 5 CUSLOM DeClrty Maintenance 3
[> Manager! [ Purchasing 3 yare ) Uiisian
ES“Dg"erc 4 Ee;ro;uregient : ’ 2015-09-30-09.47.2
‘endors [ Services Procuremen 3
[ Purchasin = Project Costing 3 ES BR General
I eProcurer ~ Accounts Payable N 2015-09-30-00.41.2
I Services f ~ Commitment Control » FS BP General
I Project Gt~ set Up Finandials/Supply Chain 3 015099002 40.0
[» Accounts  ~ Enterprise Components » - :
[ g:{numn;r_m 5 Worklist » ES BP General
E Entergn's: {3 Tree Manager » 2015-09-30-09.26.5
: 5 Reporting Tools 3
[ DTG PeopleTools
[> Tree Mam;: a " ' Report Manager
{ Reporting Change My Password
L PeopleTor My Personalizations
_ Change N My System Profile
— My Personalizations
— My System Profile

| @

Search Menu:

Menu

Search: 7 RIC Custom Applications
3 Manager Self-Service

- My Favori [ Supglier Conftracts

[» RIC Custc [ Vendors

[> Manager: [ Purchasing

[» Supplier C ~ eProcurement

[-Vendors [ Services Procurement

[ Purchasin M Project Costing

[> eProcurer ~  Accounts Payable

I ServicesF ~  Commitment Control

I Project C¢ ~  set Up Finandials/Supply Chain

I Accounts  ~ Enterprise Components

- Commitm 7 Worklist

b SetUpFit — Treq Manager

> Enterprise 5 Reporting Tools

& Workdist PeopleTools

Tree Mani = P

E Reporting Change My Password

L PeopleTor My Personalizations

_ Change N My System Profile

— My Personalizations

— My System Profile

[=] | |My Reports

1] [

5 RIC Commitment Confrol !
5 RIC Purchasing Menu

3

rrTr T T TrTrTrTrvvYTw

[ Budget Reports
3 Custom Security Maintena

(|

ES BP

TI
izl
[ux]
psl

TI
izl
[ux]
psl

[ RIC Budget Errors Report

= RIC Budget Overrides Report
AL EUU
RIC Bua 1S REp0
|=| Financial Overview Report

General
2015-09-30-09.40.0
General
2015-09-30-09.26.5

Report Manager

You will see this page:

RIC Budget Status Details

Budget Details

(Budget details)

Eequisitions: Pre-encumbrance Datails

(Pre-encumbrance details: Reguisitions)

Purchase Grders: Encumbrance Details

YWouchers: Expense Details

(Expense details: Youchers)

(Encumbrance details: Purchase Orders)

GL Journals: Expense Details

(Expense details: GL Jounals)

Rhode Island College Budget Office
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Step 2.) Click on a link to run a query which will open a new window. Each query
link provides more budget detail. You will need to enter in values using prompts —

enter in the values for your budget (sample values below) and then click on the
VIEW RESULTS button:

ZRBD_LGRDTLS_BUDGET - Budget details

Business Unit: @,
Ledger Grp: Q
Dept: Q

Select Project or enter %: @,
Select Account or enter %: @,
Budget Period: @,

Select Budget Ref or enter %: @,
View Results

| I UnitI Ledger | Dept | Project I Account | Fund | Bud Ref Budget Period | Year | Period Budget Type Sum Tota) Amt
The results will display on the same page:
Download results in© Excel SpreadSheet Cov TestFile (1 kb)
[4]1-30f3[3]
Business . Budget Accounting Fiscal
Unit estogiane Period Period Year
1 RICOL oononteoz &0 MASON naainone 1622¢ 60455 100 3006 9 006 -27.980
2 RICOL KK_E0406 04/20/2006 16224 60406 100 2006 ] 2006 150000
3 RICOL KK_REQ1TO0 03/31/2006 16224 60455 100 2006 ] 2006 27.990
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